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LANGUAGE SERVICES 

 
I. PURPOSE:  
 

It is the policy of the Department of Health and Senior Services (DHSS) to provide services on a 
nondiscriminatory basis based on national origin, race, sex, age, disability, color, and religion. 
 
Language barriers may interfere with the provision of services to clients, leading to misun-
derstandings and impacting program effectiveness.  Effective language services can help prevent 
these problems. 
 

II. POLICY: 
 
It is the intent of DHSS to: 

• establish systems and procedures for the provision of services to any Limited English 
Proficiency (LEP) individual, particularly those who cannot communicate in spoken or 
written English; 

• improve customer relations between DHSS and the people we serve; 

• assure quality translation and interpretation services by obtaining feedback on the 
performance of translators and interpreters; and 

• provide technical support to all DHSS programs. 
 
III. DEFINITIONS 
 

COMMUNICATION:  The transfer and understanding of a message from one person to another 
by means of speaking, writing (including Braille), sign language or illustration.  

INTERPRETATION:  Spoken transfer and understanding of a message from one language to 
another.  

TRANSLATION:  Written transfer and understanding of a message. 
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LIMITED ENGLISH PROFICIENCY (LEP) INDIVIDUAL:  An individual whose primary 
language is not English and who cannot speak, read, write or understand the English language at the 
level necessary for effective communication.  

METHODS OF ADMINISTRATION:  Document signed by DHSS and provided to the U.S. 
Department of Health and Human Services (USDHHS) specifying methods DHSS will use to 
implement and assure compliance with Title VI of the Civil Rights Act of 1964 as amended (42 
USC 2000d et seq); the Rehabilitation Act of 1973 (29USC 794), hereinafter referred to as 
Section 504; and the regulations issued there under by USDHHS (45 CFR Parts 80 and 84).  It is 
essential to communicate information in a language other than English when and as required by 
federal regulations (see Administrative Manual Section 3.2).  

 
IV.       COMPONENTS: 

 

A. Responsibilities: 

1. All DHSS employees and programs shall utilize the state contract for providing in-
terpretation and translation services.  Guidance and information on what contract is 
currently being used by DHSS will be available through the Office of Personnel.  The 
Office of Personnel will inform staff on a yearly basis of this policy.  This contact will be 
made through a department-wide e-mail notice. 

2. All DHSS employees and programs will make reasonable efforts to offer interpretation 
and translation services when contact has been made with an individual of limited English 
proficiency.  This contact will be recorded by the employee on a LEP Data Form.  A 
copy will be sent or faxed to the DHSS Human Relations Officer. 

3. Each DHSS program will determine which materials and forms used by the public will be 
translated based on an assessment of the population in the services area. 

4. Translation materials shall be linguistically and culturally appropriate to the client 
population.   

5. DHSS will strive to provide visual and audio information in the appropriate language to 
LEP clients.  Medically or legally complex materials may be contracted with a vendor for 
translation.  
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B. Contracts for Translation or Interpretation: 

If vendors are contracted to provide interpretive services and/or perform the translation of 
materials to other languages, the program will be responsible for associated costs.  

 
C. Contractors: 

1. The contractors shall comply with all applicable provisions of the Civil Rights Act (45 
CFR 80), the Rehabilitation Act of 1973 (45 CFR 84), and all other federal and state 
laws and regulations relating to nondiscrimination.  The contractors shall assure that no 
person eligible for services shall on the ground of race, color, religion, national origin (this 
includes individuals of limited English proficiency), sex, disability, veteran status, or age be 
excluded from participation in, be denied the benefits of, or be otherwise subject to 
discrimination for any service provided by the contract.  The contractors shall, within 
resources available, ensure minority health issues are addressed in the delivery of services 
where disparities in health status exist between minority and majority Missourians. 

 
D. Clients of DHSS: 

1. No client, applicant or their representative will be required to provide or pay for the 
services of a translator or interpreter.  

2. For LEP clients, DHSS employees will identify and document on client records the 
primary language/dialect of the client and need for translation or interpretation services.  

3. A family member or friend may be used as an interpreter if this is requested by the client 
and the use of such a person would not compromise the effectiveness of services or 
violate the client's confidentiality, and the client is advised that a free interpreter is 
available.  The family member or friend must be 18 years of age or older.  

 
E.  Responsibility for coordination of this policy is assigned to the DHSS Office of Personnel. 

 
Prepared By: Approved By: 
 

_________________________________  _________________________________  
Chief, Office of Personnel Chief Operating Officer 


